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Logging into the LM Portal

http://Importal.gjo.doe.qgov

2 Log In - Microsoft Internet Explorer

File Edt ‘View Favorites Tools  Help ﬁ"

On-© NEAG e dr @ER A 2XLDDS

Address |@ http: ffimportal.gjo. doe. gov /portaljserver. pt?

¥ Go

Links @ =

Welcome, Guest  Log In

Log in to your personalized account.

1f you have an existing account, enter your Username and Password.
If necessary, select the appropriate Authentication Source. If you want
to log in autornatically, check Remember my Password, and than dick
Log In.

Usermame: ||
Password:
Authentication Source: | LM Intranet v

[Jrermernber my Password

Lag In
WiFsR
N |

s
al]
4
o
Intranet Helpline
Primary Intranet Webmaster: Deborsh Haddix, Phone: (204) 285-4849
Secondary Intranet Webrasters Pamela Watson, Phone: (412) 226-5410
| : Federal Express Delivery Addresses [l
|Travel Contact Infomation (Mote: Raquire room # and employes phone for deliverias) |v
@ Done @ Trusted sites

Your username and password are the same and follow this composition: first 7
characters of your last name and the first 1 character of your first name.

If you have any questions or problems please contact the
Grand Junction Help Desk at (970)-248-6123
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Accessing the FTP Site

Open your web browser and enter the following address:

ftp://.gjoftp.external:sOlstice@ftp.qjo.doe.qov

2 Grand Junction Intranet - Microsoft Internet Explorer

File  Edit View Favorites Tools  Help

@Back e - D @ i:j [{:‘ Falders “:,/"n\?‘Favorites @ E @v é' .f:; % @ [Tj @ ,3

Address | ftpiff, gjoftp.external:memor L al@Ftp, gjo.doe.govy|

File View Favorites  Tools  Help

eBack - \‘} lﬁ pSearch [[L Folders v
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As of 11/02/04

Copying a file from the ftp site:

Single left click on the desired file. Single left click on “Copy to
Folder” or “Copy”.

File Edit WS Fawarites Tools Help

@ Back - u.__,-l }ﬁ -):?' Search |{ Folders B

Address |@ Fep:iftp. gjo.doe. gow Public:20ANnoncement s

Mame -

Folder Tasks sl This is a tes ey

ml Rename this ke
& Mowe this item

) <opy this item ok
» Delete this ikem Copy
g Dlek
Other Places R F{E =-E
Ename

(] Ftp.gjo.doe.gov
=1 My Documenks

Properties

Open your windows Explorer. Single right click on the “Start
Button”. Single left click on “Explorer”.

Open

Browse with Paint Shop Pro 9
Cpen Command Prompk
Explore

Search...
Scan For Yiruses
B Add to archive...
B Add ko "Start Menu,rar"

B Compress and email. .,
B Compress to "Start Menu.rar” and email
Properties

Cpen All Users
Explare All Users
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As of 11/02/04

Browse to the folder you want to paste the file to. Single right click
on the folder. Single left click on “Paste”.

Expand

Explare

Open

Browvese with Paint Shop Pro 9
Cpen Command Prompk
Search...

Scan For Wiruses

Sharing and Securiky, ..
B add ta archive...
B add to "temp.rar"
B Compress and email..,
B Compress to "temp.rar” and email

[ M MetWare Copy...

Copy To Falder, .,
Maove Ta Folder, ..
Send To k

Zuk
Copy
| Poste ]
H -
i Delete
o F Rename
hfﬁ Properties
% @
I Transferred Documents
(D) WINDOWS
rqi-'l WHTemp
[7) Zermworks
# L DVD-RW Drive (D)
b DVDJCD-RW Drive (E:) "

& objects (Disk free space: 37.1 GE)




Installing the Citrix Client

Go to http://webctx.gjo.doe.gov

Fil=  Edit Wiew Faworites Tools  Help A ,'
e Back - s b4 _,: _—_.j W Folders ‘*?::( Favarites {:‘?
i address | http:ffwebctx.gjo.doe.goy| V| =d o
i Google - | ~| @ searchweb - | Ehze0blocked | [Rd Cptions

GJO Remote emote Access

NOTICE TO USERS:

This iz a Federal computer system and is the property of the United States
Government. It is for authorized use only. Users authorized of unauthorized) have
no explicit or implicit expectation of privacy.

About Citrix

sny or all uses of this systern and all files an this system may be intercepted,
manitared, recorded, copied, audited, inspected, and disslosed to authorized site,
Department of Energy, and law enforcement personnel aswell as autharized
officials of other agensies, both domestic and fareign. By using this system. the
user sonsents to such interception. monitoring. recording. copwing, auditing.
inspection. and disslosure at the diseretion of authorized site or Depatment of
Energy personnel.

Unauthorized or improper use of this system may result in administrative
disciplinary action and civil and eriminal penalties. By continuing to use this
system wou indicate your awareness of and consent to the term's and conditions of
use. LO% OFF IMMEDRIATELY if you do not agree to the conditions stated in this
warning.

Besure to LOGOUT atthe end of the day orwhen you leawe. Any unattended
station logged into the nebuodk is considered to be a computersecurity wiolation.

If you hawe any problems. sontact the
Computer Support Helpdesk (970) 248-6123

@ @ Trusted sites

File Edit Wiew Favorites Tools  Help :,
e Back - e = |ﬂ @ f h = Folders ‘-_‘i:( Favorites ﬁ} El
: Address |€| hktp:f fwebcks, gjo. doe . gov)citrixfnfuse 1 7 findesx. htm v| i
GODS[Q - | - | {5 searchweb -~ Ehzeoblocked | [ options

GJO Remote Grand Junction Office Remote Access

NOTICE TO USERS:

Thiz iz a Federal computer system and is the property of the United States
Government. It is for authorized use only. Users (autherized or unautharized) have
na explicit or implicit expectation of privacy.

About Citrix

Any or all uses of this system and all files an this systern may be interceptad,
monitored, recorded, copied, audited, inspected, and disclosed to authorized =ite,
Depattment of Energy, and law enforcement personnel aswell az authorized
officials of other agencies, both domestic and foreign. By using this system, the
uszar consents to such interception, monitoring, recarding, copying, auditing,
inspection, and disclosure atthe discretion of authorized site or Depatment of
Energy persannzl.

Unauthorized or improper use of this system may result in administrative
disciplinary action and civil and eriminal penalties. By continuing te uze thiz
systemn you indicate your awareness of and consent to the term's and conditions of
use. LOG OFF IMMEDIATELY if you do not agree to the conditions stated in this
warning.

Be sure to LOGOUT atthe end of the day orwhen you leave. Any unattended
station logged into the network is considered to be a computer security violation.

It you hawe amy problems, contast the

Computer Support Helpdesk (0700 2456123,

@ htkp: f fwebcksx. gio. doe . gov/citrizficaweblenficaizisetupIC A ebonly  hkm & Trusted sikes

urnentl -




Click on the “Download ICA32T.EXE” button

| Client for 32-bit Windows - Microsoft Internet Explorer

. File Edit View Favorites Tools  Help a.
: 4 ( ) ; & .

Q- O RE G| P e @ 2% B - LI B

i Address @http:,l',l’webctx.ng.dUe.guv,l'citrix,l'icaweb,l’en,l’icaSZ,l’setupICF\WebOnly.htm V| =4 Go
GOOgle -~ | - | B Search Wweb - 1 452 blacked E Options

CITRIX

Citrix ICA®Client for 32-bit Windows

Installation Instructions

Client Description:

Citrix ICA Client distributed here is OMLY used from a web browser.
ICA32T.EXE is smaller in size and faster to download than other Citrix
Clients.,

Install directly from wour Browser:
(Microsoft Internet Explorer only)

s Click on the Download button below.
Select the option: Open
= Follow the Setup instructions.

Cownload the Client for later Install:

« Click on the Download button below,

In your browser, select the option to save the downloaded file to disk.

e Locate and start the downloaded installer program (ICA3Z2T.EXE) on your
computer,

s Follow the Setup instructions.

[ Download ICA32T.EXE ]

€

@ Done @ Trusted sites

Click on the “Open” button

Client for 32-bit Windows - Micrasoft Internel Explorer

Q- © (X B G| Yoreows @ FIR-A-S X DBRES

: Address @ it ffwebcte. ggo.doe. oo fitrix Jicamebfenfica32fsetuplCaviehonty  hitm v G0
: Google - | w/| @ searchwen - | Bhze0biocked | [ opticns

CiTRIX

Download Wl :

0 Some ks can hatm pol computen. 1 e Bls infomation belkes
"-4") looks suspicious, o you do not fully nust the sounce, da not open or

save this lie.
LClienty File name: a3zt exe
e File bypec Application
Citris .
TCATS Frioerc waebecbxogio.doe. pow itrist
Clie Py This bype of file could haim pour computer if it contains
makcious code. =
{Mhcr ‘wiowdd pou ke to open the Al or sawe ik ko pour compuber?
. click [ open | [ sae || Cawel | [ Mecziria |
» Seloc Aleraps wsk bedfnre apening this lype ol [e
=+ Folloy

= Click on the Download button below.

I your browser, salect tha option to save tha downloaded file to disk.

» Locate and start the downloaded installer program (ICAI2T.EXE) on your
computer,

+ Follow the Setup instructions. .

| Download ICAIZT EXE |

2] Dane @) Trusted sites




Click the “Yes” button

3 Client for 32-bit Windows - Microsoft Internet Explorer

: Fies Edit Wiy Fawvorites Tools Help #
"y [ [ 7 ot -, B ] T =
e Back ~ | ; x @ -\(_’b l{ = Folders < & Favorites @ El @' 1&' E=1 x I:I Llj @ aﬂ
i address @ http: ffweebctx. gjo. doe . gow/jcitrix/ficawsb fenficasz fsetupTc Avebonky , htm v| Go
. Google ~ | v| 5 Searchweb - [Ehzeoblocked | [ Options
° ~|
CITRIX" 1
-
Citrix ICA®Client for 32-bit Windows
Installation Instruction
Client Description:
Citrix 10 Citrix ICA Web Client e
Lo Citrix
Clients. N ? ) This will install Citriz ICA wWeb Client, Do you wish to continue?
Yes Mo |
e Click on the Download button below.
e Select the option: Gpen
= Follow the Setup instructions.
LDownload the Client for later Install:
» Click on the Download button below,
» In wour browser, select the option to save the downloaded file ta disk.
» Locate and start the downloaded installer program {(ICAZ2T.EXE) on your
computer, _
= Follow the Setup instructions. L3
[ Download ICA32T_EXE ]
|
& Dane @ Trusted sites

File DM Edit Wiew Insert Format Tools Table wWindow Help LI

[
D2EHa8RY "B - | fPODEES BT we -7,

INormaI = Times Mew FRoman = 12 - | B I U |:

ense Agreement

CITRI<[R] LICENSE AGREEMENT ~| e

Thiz iz a legal agreement ["AGREEMEMT"] between pou, the Licensed User or il
reprezentative of the Licensed Uszer and Citrix Spstems, Inc., or Citrix Systems
International GmbH. Citris Systems, Inc., a Delaware corporation, markets and
zupports thiz product or feature releaze [both hereinafter "PRODUCT "] in the
Amernicas. Citrix Systems International GmbH, a Swiss company wholly owned by
Citrix Spstems, Inc.. markets and supports this PRODUCT in Europe, the Middle
E ast, Africa, &sgia, and the Pacific. Your location of receipt of this PRODUCT
determines which iz the licenzsing entity hereunder [the applicable entity iz
hereinafter refered to as "CITRI<"). BY INDICATING YOUR ACCEPTAMCE
BELDW, vOU ARE AGREEIMG TO BE BOLUMND BY THE TERMS OF THIS
AGREEMEMT. IF vOU DO MOT AGREE TO THE TERMS OF THIS
AGREEMENT, PROMPTLY RETURMN THE UNUSED DISK PACKAGE TO
THE PLACE WHERE YO OBTAIMED IT FOR & FULL REFUMD.

1. GRAMT OF LICEMSE. Thiz PRODUCT containz software that provides
zervices on a computer called a server [''Server Software''], and may contain
zoftware that allows a computer to access or utilize the zervices provided by the
Server Software [''Client Software"). CITRIX grants to you the following
non-exclusive rights to the Server Software and Client Software, if any, and

~
ez Mo
= In your browser, select the option to save the downloaded file to disk,

3 s Locate and start the downloaded installer program (ICA32T.EXE) on your
L computer. n:
= » Fallow the Setup instructions, =

[ Download ICAI2T EXE | @
= o F
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Click the “OK” button

Windows

O O DR G o e @ ER- A B X DD DS
: Address @ http: ffveebet:, gjo, doe, gov jcitrixficawebfenfica3z fsetupIC AvebOnly . htm Vl '—) Go
. Google ~ | v| 0 Searchweb - [Ehzeoblocked | [ options

CITRIX

Citrix ICA®Client for 32-bit Windows

Installation Instructions

Client Description:

Citrix ICA Web Client

Setup completed successfully, ¥ou may need to restart your web browser to activate changes

» Click on the Download button below.
» Select the option: Open
» Follow the Setup instructions.

Download the Client for later Install:

s Click on the Download button below.

» In your browser, select the option to save the downloaded file to disk.

» Locate and start the downloaded installer program (ICA3S2T.EXE) on your
computer,

» Follow the Setup instructions.

[ Download ICAZ2T_EXE |

£

&) Dane @ Trusted sites
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Eit wath Macrosoft Ward For Weindowss . -
. B ol =
Save . archweb = | ERz60 Hodked [ Cptions
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Citrix ICA®Client for 32-bit Windows

Client Dascription:

Citpie [CA Clisnt distributed hars s OHLY wgad from & web browssr,
ICA32T.EXE is smaller in size and faster to download than other Citrix
Clignts.

1 ]
{hMicrosoft Internet Explarar anly )

= Click on the Download button below.
= Salect the option: open
= Follow the Setup instnuctions,

Diowmnlosd the Chent for latar Inatail

& Click o the Downlasd button belcw.

+ In your browser, select the option to save the downloaded file to disk.

= Locate and start the downloaded installer program (ICAIRT.EXE) on your
camputar,

= Follow the Setup instructions.

| Download | CAT2T.EXE

Closes the wirdow.

dbridogins. .




Logging into Citrix

Go to http://webctx.gjo.doe.gov

x connectio Microsoft Internet Explo
File Edit ‘iew Favorites Tools Help :,
A a . W, =
Qo - @ - [¥] [B] @ [ rorers Jlprvomes €0 F (23- &- 12 o6 100K B
: Address |@ hktp: ! fwebckx,gjo, doe . gov/citrixfnfuse 1 7 findesx . hktm V| G0
GOOSIC' | v| i3 Search web - &4 260 blocked EOptiUns

GJO Remote Grand Junction Office Remote Access

NOTICE TO USERS:

Thizis a Federal computer system and is the property of the United States
Government. It is for authorized use onhy. Users (authorized or unauthorized) hawve
nao explicit ar implicit expectation of privacy

Any or all uses of this system and all files on this system may be intercepted,
monitored. recorded, copied, audited. inspected. and disclosed to authorized site.
Daparttment of Energy. and law enforsement personnel aswell as autharized
afficials of other agencies, both damestic and fareign. By using this system, the
user consents to such interception, monitoring, recerding, copying, auditing,
inspection, and disclosure at the discretion of authorized site or Gepartment of
Energy pemsonnal

Unauthorized or improper use of this systern may result in administrative
disciplinans action and civil and criminal penalties. By continuing to use this
systemn vou indicate vour awareness of and consent to the term's and conditions of
uge. LOG OFF IMMEDIATELY if vou do not agree to the conditions statad in this
warning.

Be sure to LOGOUT atthe end of the dav arwhen vou leave. Any unattended
station lagged into the netwomk is considered to be a computer security vialation.

Ifvou hawe any problems. contact the
Computer Suppart Halpdesk (3700 248-6123

@ htkp: [ fwebcky. gjo. doe . gov/citrixficawebfenfica3zfsetupICawtebonly . hkm &) Trusted sites
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Click the “Login” button

GJO Remote - Citrix connection to DOE GJO - Microsoft Internet Explorer

File Edit View Fawvorites Tools Help ':;'
e Back ~ e = lﬂ @ | ;\_| = Falders \5}( Favorites €-‘} E
: Aaddress |@ http:/ fveebcts . gjo. doe.gov/citrix/nfuse1 7 findex . hkm V| <te]
GODSle - | R | &. Search 'Wweh - El 260 blocked E Options

GJO Remote Grand Junction Office Remote Access

NOTICE TO USERS:

Thisis a Federal computer system and is the property of the United States
Gowernment. It is for authorized use only. Users (authorized or unauthorized) have
na explicit or implicit expectation of privacy.

Any or all uses of this systern and all files an this system may be intercepted.,
monitored, recorded, copied. audited. inspected. and disclosed to authorized site,
Depatment of Energy, and law enforcement personnel aswell as authorized
officials of other agencies, both domestic and foreign. By using this system, the
user consents to such interception, monitaring, recording, copying, auditing,
inspection, and disclosure at the discretion of authorized site or Department of
Energy personnel.

Unauthorized or improper use of this system may result in administrative
disciplinany action and civil and criminal penalties. By continuing to use this
system you indicate your amareness of and consent to the term's and conditions of
use. LOG OFF IMMEDIATELY if vou do not agree to the conditions stated in this
warning.

Be sure to LOGOUT atthe end of the dav arwhen vou leave. Any unattended
station logged into the netwoi is considered to be a computer security vialation.

It you hawe amy problems, contact the

Computer Support Helpdesk (9700 298-6G123.

@ http: / fwebcts. gjo. doe.gov/citrixficawebfenficasz fsetupICawebonly . hkm &) Trusted sites
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O © 1B G| K @ E S 4B X DD DS
: Address @ http:/ffwebctx, ajo.doe .govfcitrixfnfuse 1 7finde=, htm "| Go
i Google - | v | o seachwebh -  Ehze0blocked | [ options

[ Grand Junction Office Remote Access

Security Alert

GJO Remote

X

nited States
unauthorized) have

r.m Information pou exchange with thiz zite cannaot be viewed or
?- changed by others. However, there iz a problem with the site’s
secunty certificate

= intercepted,

d to authorized site,
/By The security cerlificats was issusd by a company you have |72 2o r=e

not chosen to trust. Yiew the certificate to determine whether a this em. the

pou want to trust the certifying authority, ing, auditing

rDepartment of
a The security certificate date is valid.

inistrative

ing to use this

‘s and conditions of
itions stated in this

The secuiity certificate has a valid name matching the name
of the page you are tiying to view.

Do you want to proceed?

[ Wes ] [ Mo ] [view Cenificate | Arey unattendsd
security wialation

If you hawe any problems, contact the

Computer Support Helpdesk (3700 248-6123.

] https: }fwebctx.gjo.doe.govfexchangs | — @ Trusted sites

urnenk. ..

The following screen shows the Citrix login page. There are 2 methods of logging into Citrix method 1 being
the easiest.

Method 1) Enter your long username (which is (dot)username(dot)context) and your network password.

Example of a long username : .goats.acct.department
Click the “Log In” button

= Citrix{R) NFusa{TM} Classic Login for MDS - Miocrosoft Internat Fxplorar _' ) E
File EdE  Wiew Favorkes  Took  Help Fo

Qe - D (] B €0 [Drses Srrvers &) B (2- &- 5 K 3 F K S
! nddress | hitpe: /el glo. des. gavicitinfuse] 7lagrtDawebo T, asptNFue_loghnErarld=on = e
| Google - | ~| B Searchweb - Ehztobeocked | B Sptions

Welcome to Cibixs MetaFrame™

Clitrix®
NFuse®Classic

Please log in

= To log in to the application portal, type your MDS login information in the
boxas at lert,

= Click the Log In button to log in.

ct.deparmett

1If you do not know your login information, please contact your help desk or Ssystem
administrator.

Citrir® NFuse Classic Message Center

[Find Cortest]
The MFuse Classic Message Center displays any informational oF eror messages

that may ocour.

CITRIX"

] pane

kS - Ml i brizhagin, Bmp - .




Method 2) If you do not know your context simply enter your username and click the drop down box under
context and select “Find Context” then click the “Log In” button to have it search for your context. Notice you
do not enter your password yet, because if you enter your password, but let it find your context it will blank out
your password and show the minor error in red text that you see below. You will notice it filled in the context
field. Now simply enter your password and click the “Log In” button and it should successfully log in.

X Citrie{R) MFusa [TA) Classie Login for NG - Microsaft Intarnel Explora

Fie  EdE Wiew Fovorites  Took  Helo "
i - B, 3 = o=
Qe - D - [H] [ 0| 0 roves Frreoms €3 B £2- &- 20 X B E S
aukdress | ] e ekt i, o, g it fnbuse ] 7 Pog DS WO T, asnt N Use e ginEmorlide=on w | o
] Cac':glc-| -.-l B Smarchwislh - | B 7e0 biocked Eﬂpﬂnﬂl
Citrix® Welcome to Citrixes MetaFrame™

NFuse®Classic

Please log in

= Tologin to the appbocation portal, type your WOS login mformation in the
= i boxes =2t loft

& Chick the Log In button to log i,

If you o not kaow yous login information, please contact gour help dask o systam
admiristrator,

Citrix® MNFuse™ Clas sic Message Center

The Mfse Clagddan: Message Canter dizplays sy mformational or error msddagas
that may ooour,

@ ERROR: The MetaFranms secver farin reported’ that the Credentials enierend

WA LIPS T

CiTRIX"

4] Cone 2 @ Trusted stes

Once successfully logged into Citrix the following screen should appear.

& | Citrix{R) MFuse(TM) Classic - Microsoft Internet Explorer

File Edit Wiew Faworikes Tools  Help #’
O O RBG B - @ ER A4S XDOTS

i Address E@ htkps:/fwebctx.gjo.doe .gowfcitrixfnfuse 1 7 [frameset. asp v| Go
GOOS]C'| v| &)Search Web - 5260 blocked EOptiUns

Citrix®
NFuse®Classic

Welcome to Citrixe MetaFrame™

NFuse Classic Application Portal

Welcome to your personalized application portal. The Applications box
{at left) contains icons for the applications that you can use. Click an
icon to launch an application. Click the Refresh button to get the latest
applications. Click the Settings button to change the NFuse Classic
settings. Click a folder icon to display the folder contents. If you hawve

problems using an application, please contact your help desk or system
administrator for more information.

Citrixe®e NFuse™Classic Message Center

The MFuse Classic Message Center displays any informational or error
messages that may occur.

CiTRIX

&) 2y @ Trusted sites
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Running Outlook from Citrix

C|ICk on the “MS Office Folder Icon”

itrix{R) MFuse(TM) Classic - Microsoft Internet Explorer,

Fil= Edit ‘iew Favorites Tools Help #’
Q- © [N B G e S @ B2 A-L XD BES
¢ Address @ https:fiwebctx, gjo.doe, govfcitrixfnfuse 1 7 fframesst, asp v| G0
| Google - | v| 0 searchwen ~ | Eze0hiocked | R Options
Citrix® Logout] Welcome to Citrixe MetaFrame™

NFuse®cClassic

NFuse Classic Application Portal

Welcome to your personalized application portal. The Applications box
{at left) contains icons for the applications that you can use. Click an
icon to launch an application. Click the Refresh button to get the latest
applications. Click the Settings button to change the NFuse Classic
settings. Click a folder icon to display the folder contents. If you have
problems using an application, please contact yvour help desk or system
administrator for more information.

Citrix® NFuse™Classic Message Center

|
A

The MNFuse Classic Message Center displays any informational or errar
messages that may ocour.

CiTRIX

2y @ Trusted sites

You might get the foIIowmg setup screen for outlook.

@Back x: \_) @ @ ‘/_:] |1__ Faolders ‘;\fFavnrltes @ El L_E:" A' ““ﬁ % '3

Address https Tiwe

Google -

v EY s
Mlcrosoft Outlook Setup Wizard | L

Select the information service(s) that pou want to uze
with Microsoft Outlook.

1= Lze the following information services

™ Microsoft Exchange Server

Cit I'i ™ Intemet E-mai

NF: : | | -

ns box

a0 lick an

e latest
= sic

[—— L have

< Back Mest > I Cancel I system

Produck ID: S0627-700-1143417-02748
Copyright() 1995.1999 Microzoft Corporation. All rights rezerved.
This program is protected by US and International

copyright laws as described in Halp About,

i Manually configure information services

errar

@ é @ Trusted sites




Place a check mark in the Microsoft Exchange Server checkbox. Then click the “Next” button.

I'*_:E.Dlzur.ument?" - Microsoft Word
_|Ei|e DM Edit Wiew Insert Format Tools Table Window Help o
DEEHS @Ry 2|md o QFOE=8 BT we -@

|N0rmal = Times Mew Roman » 12 - | B 7 O ”%

'S Microsoft Qutlook Setup Wizard 7

Select the information service(s] that pou want to use
with Microsoft Dutlook.

(]

1 Use the following information services

v Microsoft Exchange Server =
™ Intemet E-mai

00

" Manually configure information services

< Bach I Mext > I Cancel |

Produck ID: S0627-700-1143417-02745

Copyright(c] 1995-1999 Microsoft Corporation, All rights reserved,
This program is protected by S and International
copyright laws as described in Help Abour,

NNOOCEH4E >-L-A-==c80@ -
|Pagez Sec 1 2z [at 0.4" nz ol reC [Tre BT [ovR [ BF |

| Bl DM EdE Wew Jneert Fgmab Jocs Table Window el Ed|
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@|.ﬂmmwm.ﬂ- E]ﬂy.f|'m|mmmd - TmestiewRomen + 12 - B f U EETE ISEEE O - A
o el Ew—— —
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Click the “Finish” button

Running Outlook from Citrix. doc - Microsoft Word
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Outlook should finish loading and you should see the screen below.
¥ Inbox - Microsoft Outlook !E

J File Edit Miew Favorites Tools Actions Help
Jﬂew = | By ¥ | CoReply €RReply to Al W Forward | %Send,ﬂleg&ive | I@Fi_ncl i Organize |

Inbox .

[ /% | g From

@.

| Subject |Received T

Billy Goat ‘Welcome to the Mebwork Tue 9/7/2004 1:17 PM
@ Billy Goat Alert @ Latest Trall Sightings Tue 9/7/2004 1:08 PM
Billy Goat Timecards Due by 1:30 today Tue 9/7/2004 12:56 PM
Billy Goat Health and Safety Issue Tue 9/7/2004 12:55 PM
Billy Goat Meeking at 9/20/2004 at 10am Tue 9/7/2004 12:52 PM
My Sharteuts
Other Shorteuts j

6 Items



To display the folder view of Outlook, do the following.
Click on “View”, and then click on “Outlook Bar”

B2 Inbox - Microsoft Outlook

J Eile Edit | Wiew Favorites Tools Actions Help
J 5 Mew - Current Wiew Ileply €T Reply to Al W8 Forward | = send|Receive | ‘2o Find %q Orgarize |

==

Go To »

Cutlook She

| Subject |Received ©

Folder List ! W
I Goak “welcome to the Metwark, Tue 72004 1:17 PM
v Goat Alert : Latest Troll Sightings Tue 7/2004 1:08 PM
v Goat Timecards Due by 1:30 today Tue Y 7[2004 12:56 PM
lv Goak Health and Safety Issue Tue 72004 12:55 PM
lv Goak Meeting at 9/20/2004 at 10am Tue 72004 12:52 PM

Preview Pane
%} AUtoPrewiew

Toolbars 3

¥

My Shartcuts

Other Shorbcuts -~ I

|6 Items

Then Click on “View” then Click “Folder List”
J File Edit 'ﬁ Favorites Tools Actions Help
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Inbox a1 r

t ;e

=N

jeck

|Sub |Received

5 Tue 97/2004 1:17 PM
=8 Presiew Pane alert : Latest Troll Sightings Tue 9/7/2004 1:08 PM
=] %l AutoPreview Timecards Due by 1:350 today Tue 972004 12:56 PM
5 - Health and Safety Issue Tue 9)7/2004 12:55 PM
o Tanlberis ’ Meeting at 9/20/2004 at 10am Tue 9/7/2004 12:52 PM

-
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Now you have the standard view.
Inbox - Microsoft Outlook

| Fle Edit Wiew Faworites Tools Actions Help
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=25 outlook Today - [Mailbox - Scape Goat]
<% Calendar EBilly Goat welcome to the Metwork, Tue 272004 1:17 PM
42 Contacts =] @ Eilly Goat Alert : Lakest Troll Sightings Tue 2}7/Z004 1:05 PM
(@ Deleted Irems ey Eill Goat Timecards Due by 1:30 today Tue X7I2004 12:56 PM
<&} Drafts (1} B Billy Goat Health and Safety Issue Tue 9f7{2004 12:55 PM
g Inbos ' =] Eilly Goat Meeting at 2f20/2004 at 10am Tue 9j7/2004 12:52 PM
£ Sﬁ Journal
Mokes
FS Cutbox
S Sent Tkems
@ Tasks

152 Public Folders
& Items

Click on “View” then Click “AutoPreview” to enable a small message preview.
f‘g Inbox - Microsoft Outlook

= EY
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J ] Mew - Current View bk Ileply €50 Rephy to Al W8 Forward | %SendiReg&ive | |@tFi_nt:I %Organi;&
Falder List Cutlook Bar by

| Received

EI@§ Ouk Folder List cape Goat]
=y Eilly Goat Welcome to the Mekwark Tue 9f7(2004 1:17 PM
Welcome ko our Metwork <end =
£y @ Billy Goat Alert : Lakest Troll Sightings Tue 9j7/2004 1:08 PM
Please read the attachment. ..
Safety First,., <end:>
@ Cutbosx = Eilly Goat Timecards Due by 1:30 today Tue 97/2004 12:56 PM
""" <3 Sent Ttems Please Fill ouk your timecard <ends
""" @ Tasks =y Eilly Goat Health and Safety Issue Tue 9f7(2004 12:55 PM
[]"'@ Public Falders Please attend the Following seminars
"Stress in the Workplace"
and
= Eilly Goat Meeting at 9f20/2004 at 10am

Tue 9f7(2004 12:52 PM
Flease attend the Following meeting.

"Bridge Management and ¥ou" ak 10:00am on 3202004 <end>

[]
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If you wish to further customize Outlook (e.g. accessing personal folders) you can call the Grand Junction site
Helpdesk at 970-248-6123.




Using Singularity thru Citrix

After logging into Citix, you should see the “Applications Window”. Single left

click on the “Utilities” folder.

File Edit Wiew Fawvorites Tools Help

eBack = -\‘9 @ @ :::j Il?— Faolders “'Z:?Favorites @ EI Bv &v .}} % @ !E @ .ﬂ
Address @ https: ffwebctx, gjo. doe. gov/citrix/nfuse 17 frameset. asp v | G0

GOOS[E 2 b % Search 'Web - @ El 2 blocked “% Aukofil E Options 4"

ax

Links **

& -

[Logout] L -
(Loasu] Welcome to Citrixe MetaFrame

Citrix®
NFuse®cClassic

MNFuse Classic Application Portal

welzome to your personalized application portal.
The Applications box {at left) contains icons for
the applications that you can use. Click an icon
to launch an application. Click the Refresh buttan
to get the latest applications. Click the Settings
button to change the MFuse Classic settings.
Click a folder icon to display the folder contents.
If vou have problems using an application, please
contact your help desk or system administrator
for more information.

Citrixe® NFuse™Classic Message Center

The NFuse Classic Message Center displays any
informational or error messages that may occur.

Single left click on the “Singularity” icon.

itrix{R) NFuse[TM) Classic - Microsoft Internet Explorer

File  Edit Wiew Fawvorites Tools Help

Q- © HEG B free @ ER A5 X B DS
Address @ https:ffwebckx. gjo. doe. gov/citrix/nfuse 1 7 fframeset, asp bt | SO0

GODS]Q o | bt | % Searchweb - @ £ 2 blocked “% AutoFl E Options 0

Citrix® welcome to Citrix® MetaFrame™

" Fus 'Classic MNFuse Classic Application Portal

Welcome to your personalized application portal.
The applications box {at left) contains icons far
the applications that you can use. Click an icon
to launch an application. Click the Refresh button
to get the latest applications. Click the Settings
button to change the NFuse Classic settings.
Click a folder icon to display the folder contents.
If you have problems using an application, please
contact your help desk or system administrator
for more information.

Citrix® NFuse™Classic Message Center

The MFuse Classic Message Center displays any
infarmational or errar messages that may ocour,




It can take a minute or two for the Singularity application to completely come
up, so please be patient.
itrix(R) NFuse(TM) Classic - Microsoft Internet Explorer _______________________[-[§]x

Q- © RE G B shreern @ ER- A5 X BB BB
Address @https:,l',l'webctx.gjo.doe.gov,l’citrix,l’nfuseI?IFrameset.asp V| Go Links **

Google - | b | b searchweb -~ §2 | 512 blocked 4 options ¢ & -

Citrix® Welcome to Citrixe MetaFrame™
NFuse®Classic

MFuse Classic Application Portal

Welcome to your personalized application portal.
Wi at left) contains icons for
sadllvou can use, Click an icon
on. Click the Refresh button
ications. Click the Settings
MFuse Classic settings.
display the folder contents.
using an application, please
Lk or system administrator

| Connecting to Singularity

Connection in progress. ..

Cancel

Citrix® NFuse™Classic Message Center

The MFuse Classic Message Center displays any
informational or error messages that may occur.,

Once the Singularity application is up, you should see the screen below.
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(L3 Config. Msi File Folder 1 op Fil= Folder 5 0 il
[CADocuments and 5. File Folder 1 CAFavarites File Folder  4f2f2004 7:53 AM
CaHPwes File Falder 1 My Documents File Falder  4/8/2004 7:55 AM
CAmpss File Folder 1 L outlack File Folder  4/5/2004 7:41 &M
[CAnMDPs File Folder 4 | |EareaLmss File Folder  4/5/2004 7:58 AM
[CAmMovELL File Falder 1 | |CarEaLPog File Folder  10/19/2004 5:28 PM
Eoracle Fil= Folder 4 | |Z3shartouts File Folder  1171/2004 10:43 AM
Ea Praoaram Files File Folder 1 I start Meru File Folder  9f16/2004 4:27 PM
[drealpoq File Folder 1
2 temp File Folder 1
5 Y 1 e File Falder 1
AwuTemp File Folder 9
[CAZerwarks File Folder 1
FauToExec 0OKE MS-DOS Batch File 4
EBcomos OKE Text Document 4
COMFIG.SYS OKE Svstem file 9
@doeolm—gjintra 1 KB Text Document 1
Fpingzz0 10KE MS-DOS Batch File 1
@8 pingzz0 FOKE Teswt Document i
@8wsrEGaE 1KE Text Document 1
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Some things to note about Singularity are:

The Menu Bar and Toolbars.
(& Singularity 2000 - for Windows® 2000/NT [UNICODE®]

Eolder Cammand Prompt  View Tools Pamel Help

FEZEIDER ovdygBS B HEDD 42
e E:E|f:!E B q:"": e y:""" e

The “Drive Letters” toolbar.
(G Singularity 2000 - for Windows® 2000/NT [UNICODE®]

Eolder Cammand Prompt  View Tools Panel Help

EEZEEDREB oD B
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The Command Menu and Tools Menu
("_H Singularity 2000 - for Window:

@Singul&rily 2000 - for Windows® J000NT [UNICODEG]

Folder | Cormmand  Prompt View  Todls

- JIEE S | [
jok o o Folter Conmand Frongt Vew | Took Pare Hep
g% oo Rename., Shift+R . i : : -
T Delete... shift+0 l--i g % d@ o \ QL"E thH‘Q
[ 'I::'||| =
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The Singularity Window is broken up into 2 panes.
A Left Pane:

L"_: Singularity 2000 - for Windows® 2000/MT [UNICODE®]

Folder Command Prompk WYiew Tools Panel Help III! =
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Ea Config. Msi File Folder 1 op File Folder Sf " PI
A oocuments and 5... File Faolder 1 [ Favorites File Folder afSfz004 7:535 Am
CaAHPwWES File Faolder 1 == My Documents File Folder af&fzZ004 7:55 oM
CaArmpPss File Faolder 1 Z outlook File Folder  4/S/Z004 7:41 ar
CAmoes File Falder 4 O rEALMSE Fil= Folder  4f8/2004 7:58 AM
CamovELL File Faolder | CarEaLPOG Fil= Folder  10/19/2004 5:25 PM
CAcracle File Folder 4 [Z0l Shortcuts File Folder 11712004 10:43 amM
[CAProgram Files File Folder 1 23 Stark Menu File Folder  9f16/2004 4:27 PM
[ realpog File Folder 1

Ctemnp File Folder 1

CAWINDOWS File Folder 1

LA wUTemp File Falder 4

[ Zerworks File Folder 1

= I."—\.UTOEXEC O KE MS-DOS Bakch File 4

ER—oMLoG OKB Text Document 4

[®] conFIG.svs OKB Systerm File 4

@doeolmfgjintra 1 KB Text Document 1

= ipingZZD 10KE MS-DOS Batch File 1

@@ pingzz0 FOKE Text Docurent feres

@8 wsrREGE2 1 KB Text Document i —

s

« | >
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A Right Pane:
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Mame -~ | Size | Type l [ rodified
L1 Config. Msi File Folder 1 File Folder 5y 04 S5:26 PR
[ Documents and S... File Faolder 1 [ Favorites File Folder  4/S/2004 7:53 Ak
CaAHPwe File Folder 1 | My Documents File Folder «4f8fZ004 7:55 AM
CarmpP3as File Faolder 1 [Z outloak, File Folder  a4fSfzo04 7:41 ar
CAmMDPS File Folder 4 CAREALMSE Filz Folder  4/S/2004 7:55 AM
LI MOVELL File Folder 1 CArREaALPOG Filz Folder  10/19/2004 S5:25 PM
Ed coracle File Falder 4 [Z Shartcuts File Folder 11712004 10:458 amM
[CaProgram Files Filz Folder 1 Z stark Menu Filz Folder  9/16/2004 4:27 PM
[Arealpog File Faolder 1

Ctemp File Folder 1

[ W IMDOS File Folder 1

CAwUTemp File Folder E|

[ Zenworks File Folder 1

= IF\.LITOEXEC 0OKE M3-DOS Bakch File 4

@ corLoa OKE Text Document 4

[#] conFiG.sYs OKE  Svstem file 4

@doeolm—gjintra 1 KE Text Document 1

Fpingzz0 10 KB MS-DOS Batch Fils 1

pingzz20 FOKE TextDocurment 1

@8 wsSREG3Z 1 KE Text Document i —

.

« | »

1 object(s) selected 1 objeck(=) selected

= T e T

Either pane can be assigned to whatever drive letter you desire. Simply left click
in the desired pane, the select the drive you want from the Drive Letter Toolbar.
As you can see from the pictures above, | have selected the left pane to display
the contents of my “C:” drive and the right pane to display the contents of my
“F.” drive.



Copying a file to your local computer from the network.

Select the folder/file/files that you want to copy. Then single left click on the
“Command” menu item. Single left click on “Copy”
(’_ﬂ Singularity 2000 - for Windows® 2000/NHT [UNICODEE]

Folder | Command  Prompt  Wiew  Tools Panel  Help _E_I;LEJ
51 g I p f e [ EEOQ @R
Move, .. Shift+r

% 2 Rename... shife+R,. L5 3 E _'.JQ =
———  Delete, .. Shift+Cr —
=, Sl m Wl (B} = Home Directory = O
-~ Compare... Shift+0 B F ;

(1 4 Synchronize...  Shift+Z =]~ | El 4 = 25 [ [5 X o |-

e v b y | 3iz2 l Type a ] Mame £ I Size: l Type I Modified I
[ canl File Falder [ Deskrop File Falder Sf12/2004 5:26 PM
[dpoc  Select... Shift+5 File: Falder [ Favarites File Folder  4/8{2004 7:53 AM
[AHey, Select Al Chrl+A Fils Folder (3 Wy Documents File Folder  4j2/2004 7:55 &M
[Ompz  Deselect Al Esc File Falder (L1 outlook File Folder  4/8{2004 7:41 AM
E:} MOPS File Folder l:' REALMSE File Folder  4/8j2004 7:58 AM
1(.-.3 MOYELL File Falder C.] REALPOC) File Folder  10/19/2004 5;28 PM
[[Doracle File Falder (L3 shartcuts File Falder  11/1/2004 10:45 AM
Ea Program Files File Falder [C2 Start Meru File Falder 9/16/2004 4:27 PM
& realpog File Folder osoft \ord Docurment 11 KB Microso,,, 117172004 11:15 AM
Ea temp File Falder
(L Transferred Documents File Folder
(O WINDOWS File Folder
& WlTemp File Folder
[C3 Zerworks File Falder
!EF'.UTOEXEC 0KB M3-DOS Bakch File
@COMLOG 0FKE Text Document
@ COMNFIG.SYS OFKEB System file
@dueolm-gjintra 1 KE Text Document b
Fpingzz0 10KE MS-DOS Batch File
@B pingzz0 S5KE TewtDocumert o
: a s
1 obijectis) selected Tvpe: Microsoft Ward Document Size: 10,5 KB




The “Copy” box will show you the file you have selected, as well as the source
(From Folder) and destination (To Folder) locations and the destination filename

(Rename To).

(> Singularity 2000 - for Windows® 2000/NT [UNICODER]
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[ Carfig.Msi Sil~ Coli- e S Folder  5712/2004 5:26 PM
(I Documents and Settings 4¢ Copy ] Folder 4/8/2004 7:53 &M
CAHPwE : _ ; Folder 4/8/2004 7:55 &M
CaMPas %" Selection: |1 object: Microzoft Word Document.doc Folder 482004 7:41 4M
nDPs € By Mask; IMicrc-sUfr ‘winrd Diocumert, doc LI [ Files Ol fFolder  4/8/2004 7:58 AM
C' MCYELL Folder 10/19/2004 5:28 PM
[Aaracle Erom Folder: |F:*Home Directory Folder 11/1/2004 10:45 &M
- FeoganFiles To Folder: IE:'\TranSferred Documents Pl SA10feUd 4 2z p
[:]realpuq roso,.. 110172004 11:15 AM
[dtemp Benarne To: IMicrusnft "Word Document, doc ;I
[ Transferred Documents
CWINDOWS ] Cancel | Help |
DWUTEI’I‘ID T = T ot
[(Azenworks File Faolder
FlauToexEs OKE MS-DiOS Batch File
@@ comios OKB Text Document
@ COMFIG.AYS OKE Swskem file
@dueulm-gjintra 1KE  Text Document
Elpingzz0 10KE  MS-DOS Bakch File
@Bpingzz0 85KE  Text Document _ILI
4 3

To change the destination location single left click the browse button located to
the right of the “To Folder” edit box.
4¢ Copy

x|

' Selection: |1 object: Microsoft'word Document. doc
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=] Tl Files Gl
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rowse to the desired destination folder or drive and click “OK”
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Click “OK” to copy the file to the destination.
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You can verify the file has been copied by browsing to the destination location.
In this case “Transferred Document”. Open the “Transferred Document” folder.
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You can see the file has been copied from the network drive “F:” to the
“C:\Transferred Documents” folder.
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Copying a file from local computer to the netwo

rk.

This procedure is exactly the same as copying from the network, except that the
source and destination locations are reversed (in this example).
Single left click the “Command” menu item. Single left click “Copy”
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If you are copying a file back up to the network destination that has the same
filename as a file that already exist you may be prompted to overwrite the file.
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Another method of copying files between your machine and the network is to
simply “Drag and Drop”. Simply left click and hold the button down on the file
you want to transfer and drag it to the desired pane and release the mouse button.

Use caution; if you drag a file/folder onto another folder it will place it within
that folder.
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Mapping a drive in Singularity.

Select the “Tools” menu item. Select “Map Network Drive”.
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Type in or browse to the network resource you wish to map to. If you need help
figuring out what network resource you need to map to please call the GJO Help
Desk at (970)-248-6123.
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Logging into Web Mail

Go to http://webctx.gjo.doe.gov

n to DOE GJO - Microsoft Internet Explorer

File Edit View Favorites Tools Help
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NOTICE TO USERS:

This iz a Federal computer system and is the property of the United States
Zovernment. It is for authorized use only. Users (authorized or unauthorized) have
no explicit or implicit expectation of privacy.

About Citrix

Any or all uses of thiz systern and all files on this system may be intercepted,
muonitored, recorded, copied, audited, inspected, and disclosed to authorized site,
Depatment of Energy, and law enforcement persannel aswell as authorized
afficials of athar agencies, bath domestic and fareign. By using this system, the
user consents to such interception, monitoring, recording, copying, auditing,
inspection, and disclosure at the discretion of authorized site or Department of
Energy personnel.

Unautharized orimproper use of this systerm mavy result in administrative
dizciplinany action and civil and criminal penalties. By continuing to use this
system you indicate your awareness of and consent to the term's and conditions of
use., LOG OFF IMMEDIATELY if wyou do not agree to the conditions stated in this
warning.

Ble sure to LOG-OUT atthe end of the day orwhen you leave. Any unattended
station logged into the netwotk is considered to be a computer security vialation

Ifvou hawe any problems, contact the
Computer Support Helpdesk (9707 248-6125.
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@ http: [ fwebcty. gjo. doe . gov/citrizficawebfenfica3z fsetupICawtebOnly . hkm &) Trusted sites




Enter your “Username” and “Email Password”. Then click the “OK” button
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The Outlook Web Interface should open up next and look like the following screen.

utlook Web Access - Microsoft Internet Explorer
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To create a New email message click the “New” button to get the new message screen below.
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There are two ways to address emails via Web Access. The 2™ method is by far the easiest.

1) Click the “To:” button, which gives you a search window in which you can search for existing email
addresses (that are in the global address list) based on First/Last name, Office, City, etc.
For example typing in “goat” in the last name field and clicking the “Find” button yielded the result seen
below. If the result is correct select the name by single clicking on it and clicking the “To”, "CC” or
“BCC” buttons respectively. If you are finished simply click the “Close” button of the Find Names
window. However, if you need to look up more names simply enter in the next name and click find.
Repeat until all addresses are entered. Then click “Close” and complete your email message.
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2) The second method is to enter the names of the recipients either fully or partially, separated by a
semicolon “;” and use the “Check Names” button (the button with the little head and read check mark).

As seen below I have entered “goat” into the “To” field.
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The “Check Names” function S , compares the entries and replaces the partial entries with the full email

address names. In the case of a conflict or multiple matches you are prompted to select which one is correct.
As is the case with “goat” two choices are presented. Select the appropriate one and click the “OK” button.

You can continue to add names or return to complete the email message.
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